pathways

Office of the Provost

Pathways
Appointment
Campaign
Documentation




Table of Contents

How to Create Availability for ApPOiNtMENTS .......ccccveivieiiieiceeeee e 2
How to Create an Appointment CampPaign .......ccooeeiiiieeiere ettt 7
How to Add or Remove a Student from an Existing Campaign ..........ccceceoinrreninneenenneeeseee, 15

TO ADD STUDENTS ...ttt s ettt a et a s s e e se e e s e e e s e 16

TO REMOVE STUDENTS ...ttt bbbttt 18
How to Create a Student List from your Assigned Students or via Search ........c.ccccooevvveiennene. 19
How 10 Upload @ StUAENT LiSt......c..ciiiiieiiesecceee ettt 22



How to Create Availability for Appointments

The instructions below can be followed to set up your availability for students to meet by
Appointment only. It is recommended to set up separate blocks of availability if you would like to

meet with students via Drop-In hours.

Log into Pathways and choose the My Availability tab on your Staff Home page. Under

Available Times, use the Actions button to Add Time.

()

Staff Home

= Students Appointments My Availability
E-ﬂj

Available Times

Actions a

Add Time

EEK TIMES DATES

| Copy Time

Delete Time

2% ® H

@® Navigate360 | STUDENT SUCCESS @) td !«’O Search

Appointment Queues

LOCATION

Appointment Requests

PURPOSE

Mo available times h

To add a time, click the

In the box that pops up, select the days and times you are available. To set the same
availability for the entire term, choose the current term (Default Term) for the length of time to
be active.* Then choose the Appointments option. (You'll be able to add additional days and

times in a later step.)

*Note: if you choose Forever, then your availability will continue during and in between terms, as

well as summer.



https://pathways.campus.eab.com/home/staff
https://pathways.campus.eab.com/home/staff

When are you available to meet?

| Wed | Thu Fri Sat

From To

| 8:00am | | s:00pm

All times listed are in Eastern Time (US & Canada).
How long is this availability active?

Please select a duration
Add to your personal availability link?
[ Add this availability 1o your personal availability link?
What type of availability is this?

Drop-ins Campaigns

If you would like to create a link that can be posted on Canvas or that you can send to your
students that will direct them to view your drop-in times, select the box to Add to your personal
availability link, as seen below:

When are you available to meet?

| Wed | Thu Fri Sat

From To

| 8:00am | | s:00pm
All times listed are in Eastern Time (US & Canada).
How long is this availability active?

Please select a duration

Add to your personal availability link?

[1 Add this availability 1o your personal availability link?

What type of availability is this?

Drop-ins Campaigns

Select the type of meeting (In- person and/or Virtual).



ADD AVAILABILITY

What type of availability is this?

Drop-ins Campaigns

Meeting Type

.l |

In-Person
|

Location

| Please selecta location
Services
Please select services

URL / Phone Number

Special Instructions for Student

B' I |i=w (S| % et

£.g. room 23, please bring paper

Make the appropriate selections from the Care Unit, Location and Services drop-down menus.

What type of availability is this?
Appintments Dro-ing Campains

Meeting Type
Pheage seloct Meeiing Types

Care Unit

Plense salect a G unit

Location
Please select a locanon
Services.

Fiease select services

UAL / Phone Number

‘Special Instructions Tor Student
B I|: =va e

£, 100 11, pleacs bng paper

If you select Virtual meeting type, you can add a URL, such as your Zoom Personal Meeting ID
(PMI) or phone number. This information will be sent to the student when they schedule the
appointment.



ADD AVAILABILITY

What type of availability is this?

Appoi ointments: Diop-ins

Meeting Type

[ Virtual |

Care Unit

Please select a care unit
Location

Please select a location
Services

Please select services

URL / Phone Number

https://pitt zoom us/j/ 1111111111

Special Instructions for Student

B I|i=vicv|e o

&g room 23, piease bring paper

Add any Special Instructions you would like the students to see when they are scheduling an

appointment. The sample text you see here is included below in the Tip section if you would
like to copy.

Drop-ins Campaigns

Meeting Type
| Virtual |
Care Unit

| Please select a care unit

Location

| Piease select a location

Services

Please select sefvices

URL / Phone Number

https://pitt zoom.us/j/1111111111

Special Instructions for Student
B I |i=vizv s
If you choose an in-person meeting, we will meet in my office at [YOUR
OFFICE LOCATION HERE]
If you choose a virtual mesting, please make sure you are on your

computer and signed into my.pittedu and use the provided zoom meeting
URL

Tip: Include special instructions to provide the students with important information.



If you choose an in-person meeting, we will meet in my office at [YOUR OFFICE LOCATION
HERE].

If you choose a virtual meeting, please make sure you are on your computer and signed into
mv nitt edil and 11se the nrovided 70o0m meetina 1IRI

If you would like to have group appointments, you can adjust the Max Number of Students per
Appointment, otherwise, leave it at 1 and Select the Save button.

Plaate lect nenaces
UL / Phane Numbed
| hepe f7pis amom us AT 1111
i oo
B8 Jlizvitvie o

M o choore 8n rperson meeting e wil mset 71 my offce at [AIUR
SFFICE LOCATIDH HERE]

H yons choose 8 rll mReng. leuse make S oy e OF o
cxrrpter s g irie Ty Sl dh and ute the provided Zhom meetng

AL

Willl you be meeting with multiple students?

i

Max Husnbeer of Studera per Apposrment
1

To add additional availabilities, select the checkbox beside the time you have created, and use
the Actions drop-down to Copy this time. You can also use the blue Edit link to edit a specific
block. You can have as much availability as you need.

Staff Home

Students Appaintments My Availability Appointment Queues Appointment Requests

Available Times

Actions »
DAYS OF WEEK TIMES DATES LOCATION PURPOSE CARE UNIT PERSONAL LINK MEETING TYPE
. Spring Term 2025- Academic Coaching (Virtual) -
Tue, Thu B:00am - 5:00pm 2006 Student Success Hub For Appaiit s Student Services Na Virtual Edit

* Al times listed are in Eastem Tine (US & Canada)




Staff Home ~
Students Appointments My Availability Appeintment Queuss
Available Times
IAcliDHs .I
Add Time
ES DATES LOCATION
| Copy Time I
Delete Time o Forever Student Success
0pm
Add to Personal Link
0am
Forever Student Success
Remove from Personal Link  POpm

Appointment Requests

PURPOSE CAREUNIT PERSOMAL LINK MEETING TYPE

Hub GRS CEEI ) Student Services Yes In-Person Ecit
For: Drop-ins
Academic Coaching (Virtual), SSH

Hub Academic Success Appointment Student Services No In-Person Edit

For: Appointments

How to Create an Appointment Campaign

Tip: Many locations in Pathways where you can select students, including your Assigned Student
list from your Staff Home page, allow you to use the Actions drop-down to quickly create an

Appointment

Campaign (see screenshot below).

Staff Home ~

Students Appointments

Appointment Queues

B0 B 3

Assigned Students

Tem:

Smidents

List Type

® @

Actions s

| Send aMessage to Student

| Create Ad bue Appormtment Swnmary

5 %

| Crieate & Agpointment Campaign

g
hremanips

Schedule Appontment 3807

Mote

Issue Referral

Add to Student List

Add To-Da

Shew/Hige Columns

Expart Rasiuilss

it raach

Appainiment Reglests

B02% 4SS5 First Vesr 2023 Provost Scholsrdctive LIGAD - Dietrich Sch Arts sno Sciencez Active UGRD - Sch kit & Rens

iR Si
54, Junior Kessler Schaies 20, t Secandany Educatonut of Sise Resicent
mgus-Undergrag, Provoat Senolsr SHEAHER Sports Scienze Guarantes Yes Uncengracuste Linds

Azans g
Campus: Fittzoungh Ca
Apphy for Gracuaton

Graduste

Elgitie 10

20T ALE Firet Viear 2023 Prowos

Efigibde ta Apply far G i

202% ENGR First Year, 2023 Provost Scholaractive |

Chain Managernent (Linfergrac ate] Frnsliment Appontmedt 10,20 ec1 FIrst faneranon

If you want to create a campaign from a saved student list, access it from the Lists and Saved

I[tems button on the left-hand menu.




B B =2

@ B

L% ®

Students

List Type:

@ Navigate360 | sTupenT success

Staff Home ~

Assigned Students

Assigned Students

Actions ¥

&ﬁﬂ = E |/’3 Search

Appointment Queuss

3 e

tudent10,

o

Appoiniment Requests

Relationship Type: = All Relationship Types =

2023 AZS First Year,2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences,Active UGRD - Sch
SesActive UGRD - School of Education, Admitted Test Optional Dorm - Lothrop Hall Enrollment Appointmen
Progress (2026) - Satisfied First Generation College Student Good Academic Standing - 2241,Good Acadel
Academic Standing - 2254, Junior Kessler Scholars 2023 MINOR - italian,MINOR - Secondary Education Out
Campus Pittsburgh Campus-Undergrad,Provost Scholar SHE/HER Sports Science Guarantes Yes Undergrad
Apply for Graduation

2023 AAS First Year,2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences, CERTIFICATE - Cor|
Iedicine (Undergraduate], CERTIFICATE - Health Humanities Dorm - Edward H. Litchfield Tower CEnrollmes
Academic Progress (2026) - Satisfied,First Generation College Student, Good Academic Standing - 2241,
e e R h L 2 T,

Select the list that includes students who you want to be included in the campaign.

B B =

m

@ Navigate360 | sTubENT succEss

My Saved ltems

Student Lists

Student Lists are static

éﬁa = ,E |1’3 Search

+ Add Student List || T Upload Student List

ists of students by student ID. Even as student information changes, the list of students will remain the same. Use Student Lists to track infermation about a group of students.

‘ Delete H Search in

®

2% ® 3

3 e

Nans

Transfers

reach out about internships

New Student List

NADFTICS? ¢ | #0FAcTive STuDanTs

)

=
\2)

=
®
2

Once selected, use the checkboxes to check individual students, or the checkbox at the top to
include all of your students. NOTE: Selecting the checkbox at the top will only select students on
the first page (or page that you are currently on). If you have more than 100 students, be sure to
select the link that is displayed to “Select all items”, which will appear once the checkbox at the
top is selected.



1

2% ® @3 B

Back o users lists

Advisees for Campaign -

[ Do not show this list in analytics dashboards *

Actlons
71k A& FIRSTNAME S LASTNAME & © &
1

Select all 150 Items.

100 items on this page are selected

CATEGORY

2024 AES First Year,2024 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences Admitted Test Optional Advisement)
Academic Standing - 2254 Kessler Scholars 2024,0ut of State Resident,Pittsburgh Campus,Pittsburgh Campus-Undergrad,

Use the Actions drop down and select Create an Appointment Campaign.

i

|
i
i

a

i 2 % ® 3

& 4 e

Back to users lists

Advisees for Campaign -

] Do not show this list in analytics dashboards’

Actions a

Send a Message to Student

Create Ad hoc Appointment Summary

Create an Appointment Campaign

Schedule Appointment

Tag

| Note

Issue Referral

Add to Student List

Remove from Student List

Add To-Do

Show/Hide Columns

Export Results

1 2 Next

100 items on this page are selected. Select all 1

2024 ARS First Year, 2024 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences Admitted Test Optiong
Academic Standing - 2254 Kessler Scholars 2024,0ut of State Resident Pittsburgh Campus,Pittsburgh Campu:

Active UGRD - Social Sciences at UPB,Admitted Test Optional Advisement Hold Summer Term,Bradford Campt
‘Satisfied,First Generation College Student,Good Academic Standing - 2241, Good Academic Standing - 2244,G
Campus Athlete UPB First Year Cohort 2023 Womens Basketball - UPB

2024 ALS First Year,2024 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences,Dorm - Bouguet Garde|
Resident,Pharmacy Guarantee Yes,Pittsburgh Campus, Pittsburgh Campus-Undergrad Provost Scholar SHE/HE

2024 Provost Scholar,2024 Public Health First YearActive UGRD - Dietrich Sch Ans and SciencesActive UGRD
Satisfied,First Generation College Student,First Year,Good Academic Standing - 2254,0ut of State Resident,Pity

Active UGRD - Social Sciences at UPB,Admitted Test Optional Bradford Campus,Div. of Behavioral and Social §
Studem,Good Academic Standing - 2254, HE/HIM,In State Resident Rural Student Bradferd Campus,SeniorUnd

2024 ARS First Year,2024 Provost ScholarAcademic Alert - 2254 Active UGRD - Dietrich Sch Arts and Sciences|

You will then be able to define your campaign and see the number of students who are
included.

i)

B O

A

Bl

New Appointment Campaign

“ [ Define Campaign " [2' S

|€| Select

[g' Compose Nudges

‘ (D 100 students will be added to this campaign.

Define your campaign by completing all required fields. A breakdown of these fields is provided

below.

Campaign Configurations



Define Campaign

Set up your campaign. Specify your appointment details and timing

Campaign Configurations

Campaign Name = Instructions or Notes for Landing Page:
Care Unit: « Location:

|Eee:::5'e.': v| Select Location

Service:

Campaign Name: Name your campaign using the Naming Convention. Ex. Term, dept, campaign
reason, last name (full or abbreviated)

Care Unit: This should match your Availability.
Location: This should match your Availability.

Service: This should match your Availability.

Appointment Configurations

Appointment Configurations

Appointment Limit: Appointment Length:

“ * v‘ 30 min X W

Slots Per Time: +

i x V]

C] Allow Scheduling Over Courses

C] Restrict Scheduling To Assigned Staff Only @

Staff Reminders: Recipient Reminders:

C] Emiail C] Text C] Email C] Text

Appointment Limit: Number of times you want the link in your invitation to work. Most often
once.

Appointment Length: How long you want the appointment to last. Length ranges from 5 to 360
min.

Slots Per Time: Number of students in an appointment. 1 means each appointment will be an
individual appointment.

Scheduling Window

10



Scheduling Window

Campaign appointments can be scheduled on any date within the scheduling window. Your campaign will begin automatically on the date of your first nudge.

Start Date = End Date =

February 26, 2026 ~

Launch Date

This Launch Date will be the date that the "Welcome Message” will send. If students are added to your Campaign after this launch date via Automation, the "Welcome Message” will send to that student as soon as they
are added

Launch Date %

Fetruary 26, 2026

Start Date: First day you want to meet with students during the campaign.
End Date: Last day you want to meet with students during the campaign.

Launch Date: The day students will be emailed the Welcome Message, asking them to schedule
an appointment. This must be the same as, or before, the Start Date.

Once all required fields are completed, select Continue.

The next step will allow you to Verify Recipients. Review your list and select Continue. If
necessary, you can select and remove individual students through the Actions button.

Appointment Campaign: Mid-Term Appointments

() Define Campaign l () Verify Recipients | () Select Staff (&) Compose Nudges (&) Verify & Start

Add Recipients To Campaign

Review Recipients in Campaign

Actlons a

| Remove Selected Users }
— !

Next, in the Select Staff step, click the box next to your name and then select Continue.

11



Appointment Campaign: Mid-Term Appointments
(& Define campaign (& Verify Recipients (&) Compose Nudges (&) Verify & Start

Select Staff For Campaign

Available Staff

Include Appointment Availabilities ?

ID NAME AVAILABLE TIMES

Pitt Advisor| For. Appointments Tue, Fri 800am - 5:00pm ET

Note: If you do not appear as an available staff, the services for your availability and campaign
may be different, or you may not have made availability for Campaigns. In this case, go back to
edit your availability and re-define your campaign, or select the option to “Include Appointment
Availabilities” to reference all the availability you have created.

Next, in the Compose Nudges step, you will compose your Welcome Message and any Nudges.
Select the Add Welcome Message button.

Appointment Campaign: Mid-Term Appointments

(@ Oefne Compoian — (@) Very Recipents — (@) Seect Sta ) verty & St

Compose Nudges

Nudges

kie 10 say to your reciplients? Set up your outreach and follow-up messages. Follow-up messages will only be sent to students who have not scheduled all appointments in the

Make edits to the Welcome Message that you want to send to students. In the body of the
message, make sure that the {Sschedule_link} tag stays intact—this is how a student can make
an appointment with you. As you make changes you will see a preview of the email you are
sending to students on the right-side of the page—this is how the students will see the email
message.

12



Compose Message

8@ {{ Student First Name }}, Schedule a Student Services appointment

Please Schedule Your Student Services Appointment.

Message »
Hoaging 2 - - - A~ i Ly QP | — g &2 i~ Merge Fiside
assing B- A- A~ Al~B I & Z-iz = m # Fala etk {{ SAudent Firas iame )}

Please Schedule Your Student Services Appointment.

@ Navigatez60

Once you have made your edits, select the blue Save Welcome Message button.

This will then bring you back to the Compose Nudges step. If applicable, add any additional
nudges and then Continue to the Verify and Start Campaign step.

@' Define Campaign (& Verify Recipients @j Select Staff @ Compose Nudges @ Verify & Start

Compose Nudges

Nudges

ou ke to say to yeur recipients? Sat up yeur outreach and follow-up messages Follow-up messages will only be sent to students whe have not scheduled all appedntments in the c

Review the Campaign Summary for your Appointment Campaign.

(@) Define Campaign (7 Verify Recipients @) Select Staft (&) Compose Nudges | (&) Verify & Stant

Verify & Start

| Campaign Summary |

Once you are satisfied, select the blue Start Campaign button on the bottom right- hand side of
the page.

You can now access this campaign and see its progress and statistics using the Campaigns &
Events button within the left-hand menu.

13



Campaigns & Events

e 2

Student Campaigns

&=

— Student Campaigns are campaigns that can be sent directly to the students to complete a specific action or to be
- notified at different times

()

Ap ent Campaigns

reach out to specific student populations and encourage them to schedule appointments
ampaigns are best deployed by staff members seeking to encourage students to meet with them for

®

‘ Campaigns & Events

advising or other services

‘ + Add New

o %

Tip: By adding additional Nudges, you can set up email reminders in advance for students who
have not made an appointment. You decide the date that you want a new reminder to go out.
Just follow the steps above to create as many reminders as you need. Now, you won't have to
remember to check!

Compose Nudges

Nudges

What would you like to say to your recipients? Set up your outreach and follow-up messages. Follow-up messages will cnly be sent to students who have not scheduled all appointments in the campaign

I + Add Nudge |

14




How to Add or Remove a Student from an Existing Campaign

Select the Campaign & Events icon on the left navigation menu, then select Appointment
Campaigns

@ Navigate360 | STUDENT SUCCESS  Af) | P search
(A
Campaigns & Events
= Student Campaigns
Fl=ls
l=22]
Student Campaigns are campaigns that can be sent directly to the students to complete a specific action
) or to be notified at different times
Appointment Campaigns
Allows staff to reach out to specific student populations and encourage them to schedule appointments
)} Appointment Campaigns are best deployed by staff members seeking to encourage students to meet
with them for advising or other services
®\ + Add New

On the next page, select the campaign you want to edit.

Appointment Campaigns

View All Campaign Types

Filter by care unit: | All Care Units v B View only my campaigns

NAME STATUS RECIPIENTS APPTS SCHEDULED APPTS ATTENDED SUMMARIES CREATED

Active 53 ( Jox Jow ( D) 0%

From the Options container on the right-side of the page, select Edit Campaign Details.

15



Appointment Campaigns > Mid-Term Appointments

STUDENTS IN CAMPAIGN APPOINTMENTS MADE APPOINTMENTS ATTENDED SUMMARIES CREATED

63 0% 0% 0%

On the next screen, select Verify Recipients.

Appointment Campaign: Mid-Term Appointments

@ Define Campaign [ @ Verify Recipients ] @ Select Staff @ Compose Nudges @ Verify & Start

TO ADD STUDENTS

Scroll down to select Add More Recipients.

4

¢ Back | Add More Recipients | Save and Exit

This will take you to the Advanced Search tool, which you will use to find the students you want
to add. Note: You can use a Student List as a search filter or scroll down to the end of the
container and filter by My Students Only.

Add Recipients To Campaign

Add Recipients to your campaign now, later, or through automation®

New Search

Saved Searches -

Keywords (First Name, Last Name, E-mail, Student

D)
2

Student Information First Name, Last Name, Student ID, Category, Tag, Gender, Race or Ethniclty, Student List E]
First Name ? Last Name ? From Last Name ? To Last Name ?
Student ID ? Gender Race or Ethnicity Student List {In Any of These)

All - All -

16



Nav Info milestone fifters

Search L Include Inactive My Students Only [ Ar-Risk Students Only

Select the student(s) you want to add and Search to ensure you have the correct students
selected. Then, press the blue Continue button.

Add Recipients To Campaign

Review Recipients in Campaign

Actions »

a»

NAME

Save and Exit Continue >

Add More Recipients

To send these students the Welcome Message, proceed to the Verify & Start step, scroll down
to the bottom of the page, and then choose to Send Nudge Now.

(& Define Campaign () Verify Recipients ) Select Staff () Compose Nudges () Verify & Start

(@ Some newly added students in this campaign have not received a nudge yet
You can send a nudge 1o them now with the Send Nudge Now button below or Save and Exit the campaign without sencing these users an initial nuage. All students that are a part of this campaign will receive future nudge emails

Staff ( ve Slt

Welcome Message Send Date
Subject.
Sender Name:
No-Reply Email Address:
Ry vail Address

Lastly, a pop-up will appear so that you can review and/or make updates as needed before
sending. Once you are satisfied, select Send To Added Students.

17




Compose Nudge Email for Newly Added Students

. Apply a Template @

Huhject =

Message =

Hisarding 2 v By Av &~ Al B I & 2w =~

Helle {521

Attachments

=~ ¢

Please Schedule Your Student Services Appointment.

* lap BB~ MemgoFiolds v

Send To Adoed Students.

NOTE: If you do not manually send newly added students the Welcome Message, they will not
receive any communication about the campaign. However, if you have Nudges set up, they will
receive the next scheduled nudge.

TO REMOVE STUDENTS

Similarly to adding students, from the Verify Recipients page. Select the box in front of the
student you want to remove. From the Actions drop-down menu, select Remove Selected

Users.

(& Define Campaign () Verify Recipients () select Staff

Add Recipients To Campaign

Review Recipients in Campaign

Actions a

| Remove Selected Users |

(& Compose Nudges

(& Verify & Start

a

18



Once your list is refreshed, select Save and Exit at the bottom of the page, or Continue editing
the campaign if you need to make additional edits.

< Back Add More Recipients Save and Exit Continue

How to Create a Student List from your Assigned Students or via
Search
To help keep track of a list of students, you can create a student list. This is a list of students

manually created and maintained by a user that highlights a particular population. This list can
be used for Advising Campaigns, communications, or other monitoring.

Select students that you want to include in your Student List. The students could be manually
assigned from your list of Assigned Students or by using the search or reporting functionality.
You can select students individually or select all students.

Assigned Students

Staff Home ~
Stwdents Appointments My Availability Appointment Queues Appointment Requests

Assigned Students

List Type: | Assigned Students = | Term: | Spring Term 2025-20.. »  Relationship Type: | All Relationship Types =
Actions ¥
AME & 1D % STUDENTLIST 4§ CUMULATIVEGRA § CATEGOR

2023 A&S First Year,2023 Provost Scholar,Active UGRD - Dietrich Sch Arts and Sciences,Active UGRD - Sch Hith

ScsActive UGRD - School of Education, Admitted Test Optional,Dorm - Lothrop Hall Enrollment Appointment 10/

Student], SRR 1 atrisk reportreach Sy Progress (2026) - Satisfied First Generation Cellege Student,Good Academic Standing - 2241,Good Academic St
Pitt © outabout internships Academic Standing - 2254, Junior,Kessler Scholars 2023 MINOR - Italian MINOR - Secondary Education,Out of St
Campus,Pittsburgh Campus-Undergrad,Provost Scholar, SHE/HER, Sports Science Guaranies Yes Undergradusty

Apply for Graduation

Advanced Search

19



2

Staff Home ~

14

Students Appointments My Availability Appointment Queues Appointment Reguests

[l

Assigned Students

List Type: | Assigned Students  ~ | Term: | Spring Term 2025-20.. = | Relationship Type: | All Relationship Types =

® o

Actions v

NAME § D & STUDENTUST & CUMULATIVEGPA § CATEGORY

2023 A&S First Year,2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences
Scs Active UGRD - School of Education, Admitted Test Optional Dorm - Lothrop Hall,Enrol
: entl, i 1 at-nsk reportreach P Progress (2026) - Satisfied First Generation College Student, Good Academic Standing -
: Pitt out about internships Academic Standing - 2254, Junior Kessler Schelars 2023 MINOR - ltalian,MINOR - Secon(
Campus,Pittsburgh Campus-Undergrad,Provost Scholar, SHE/HER Sports Science Guard

Advanced Search

o |

Reporting

@ Reports

= My Saved Reports Wy Report Automations

Standard Reports

Select @ report type below 1o customize and run & new report. To Sssve a report for future use, olick save from the repor results,

B

Heport Finder

Hitherig! I'm Report Findsr, an Alpowered asistant that helps you chooss the Aght repart and apply fitérs for wou

What are you trying to find?

Wou can tell me what data you're looking for and any & yourld like to use. and [T recommend the best repant and apply thase filters automati

o
@,

+ Repont Finder
Rererr Trre :  Cempacey
Lages Rogor Intervention Reparts
Enrolliveent Census Bepon Intervention Reports
Progress Report Campaigns Aepodt Irtervention Reports

| Proaress Beparts Repon | Intervention Reports

Data Filters =

Filters Logic:| Malch & 2 Results must match ALL filters: 1 AND 2
Field » Condition » Start Date » End Date »
2 X | v [ 02/27/2026 0 || 03/01/2026 =]
Field « Condition « Value «
@ | Student List X v || contains any X v
+ AddFiter |
i"L Include Inactive Users Inciude My Students Only Progress Reports Marked At-Risk Only l_] Include Dropped Courses

20



On your Staff Home page, once the students are selected, click the Actions Drop-down menu,
then select Add to Student List.

Staff Home ~

Students Appointments My Availability Appeintment Queues Appointment Requests

Assigned Students

List Type: | Assigned Students - | Term: | Spring Term 202520... ~ | Relationship Type: | All Relationship Types = |

IAcIiuns J.I

Send a8 Message to Student

ST 3 CUMULATIVEGPA § | CATEGORY
Create Ad hoc Appoiniment Summary

2023 A&S First Year,2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences Active UGRD - Sch Hlth & Renabilitation

Create an Appointment Campaign SesActive UGRD - School of Education Admitted Test Optional,Dorm - Lothrop Hall Enrollment Appointment 10/30/2025,FA Acader|
Schedule Appointment jort reach 2807 Progress (2026] - Satlsﬁed,Frm. Generation College Student Good Academic Standing - 2241,Good .?Lademlc Standing - 2244800{!
iternships Academic Standing - 2254, Junior,Kessler Scholars 2023 MINOR - italian, MINOR - Secondary Education,Out of State Resident Pittsb
Mote Campus,Pittsburgh Campus-Undergrad Provast Scholar, SHE/HER,Sports Science Guarantee Yes,Undergraduate, Undergraduate Eli
Apply for Graduation

I=sue Referral 2023 A&S First Year, 2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences, CERTIFIGATE - Conceptual Foundations of

Medicine (Undergraduate) CERTIFICATE - Health Humanities,Dorm - Edward H. Litchfield Tower CEnrollment Appointment 10/28/2
Academic Progress (2026) - Satisfied First Generation College Student,Good Academic Standing - 2241 Good Academic Standing -

Add to Student List I

Add To-Do 3922 2244 Good Academic Standing - 2254 HE/HIM,In State Resident Kessler Scholars 2023 MINOR - Chemistry, Pittsburgh Campus, Pittd
Campus-Undergrad,Provost ScholarRural Student Pittsburgh Campus,Senior,Student Support Services, Undergraduate, Undergradus
Show/Hide Columns Eligible to Apply for Graduation

2023 ENGR First Year,2023 Provost ScholarActive UGRD - Swanson School of Engineering Admitted Test Optional CERTIFICATE - S
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Export Results

rireach

e

Select Create new list and give the new student list a name. Select Save.

[] High Support

[ Transfers

[ 1 At Risk Report
[ 2 At Risk Report
] 3 At Risk Reports

[ Reach Qut About Intemships
[] New Student List

|

NOTE: Saved lists are static groups of students and if the population of students changes, you
must edit this list or delete it and create a new one. It will not change like your “Assigned
Students” as your list of assigned PeopleSoft Advisees changes.
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How to Upload a Student List

Often, you have queries from other systems that would be useful to your work within the
Pathways system. Rather than recreate that list within Advanced Search or manually add
students to a Student List, you can load students into the system from the list you already have
using the Batch feature.

Before you start in Pathways, you will need to create and save a .csv file in Excel.

© Save As
{f) Home . N .
@ Recent == OneDrive - University of Pittsburgh
O New | Enter file name here |
B o @, OneDrive - University of... | Excel Workbook ("isy] -]
pen KBURNS@ pitt.edu Excel Workbook (*dsx)

Excel Macro-Enabled Workbook (*xdsm)
Quick access Excel Binary Workbook (*dsh)

s Excel 97-2003 Workbook (*xs)

<& CSV UTF-8 (Comma delimited) (".csv)

Save XML Data (*xml)

Single File Web Page (*.mht, *.mhtmi)
| Es Web Page (*.htm, *html)

Excel Template (*xltx) 2
Save as Adobe Excel Macro-Enabled Template (".xitm)
PDF = Excel 97-2003 Template (~xlt]

Text (Tab delimited) (")
Print s Unicode Text (.txt)

XML Spreadsheet 2003 (*.xml)
Share | Microsoft Excel 5.0/95 Workbook (*.xs)

CSV (Comma delimited) (*.csv)
Share as [Formatted Text (Space delimited) (*pm)
Adobe PDF Text (Macintosh) (* )

The spreadsheet should include the header and a list of PeopleSoft IDs of the students that you
want to include in your Student List. All other columns are optional and will not be used. NOTE:
you can export your list of PS advisees from the Advisor Center in PeopleSoft (see second
screenshot below).

A B C D E F G H J K
1 |PSID Last Mame First Name AdmitTerm
2 1111111 Doe lane 2244
3 | 2222222 lane Mary 2244
4 | 1234567 Smith lohn 2244
5 | 3333333 Thomas  Ryan 2244
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My Advisees

Select dizplay option
® Link to Photos

Motify Photo Name

10O [

Faculty Center Advisor Center

Search

) Include photos in list

My Advisees | Student Center | General Info | Transfer Credit | Academics

Committes

Biclogical Sciences

Arlvriginm

Personalize | Find | Y |f [

View Student Details Advising
Notes
View Student Details

In Pathways, select the List & Saved Items icon on the left navigation menu.

Students Appointments
) Assigned Students
" List Type: | Assigned Students
@ Actions »
2 [ NAME & b 4
&,

4656004

Staff Home ~

My Availability

Appointment Queues

= | Term: | Spring Term 2025-20... ~

STUDENTLIST 4

1 at-Tisk reportreach
out about internships

CUMULATIVEGPA %

3.807

Appsointment Reguests

Relationship Type: | All Relationship Types -

CATEGORY
2023 A&S First Year,2023 Provost ScholarActive UGRD - Dietrich Sch Arts and Sciences, Active |
Scs,Active UGRD - School of Education, Admitted Test Optional, Dorm - Lothrop Hall Enrollment 4
Progress {2026) - Sausfied First Generation College Student,Good Academic Standing - 2241,G:

Academic Standing - 2254, JuniorKessler Scholars 2023 MINOR - ltalianMINCR - Secondary Ed
Campus,Pittsburgh Campus-Undergrad, Provost Scholar, SHE/HER Sports Science Guarantee Yd

Select Upload Student List.

My Saved ltems
= Student Lists
=
_ + Add Student List || T Upload Student List I
En

Student Lists are static lists of students by student ID. Even as student information changes, the list of students will remain the same. Use Student Lists to track information about a group of students

On the next page, you can add your students to an existing list or select New Student List then

select Confirm.
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Upload File to Student List

l [ select a Student List l &) upload (&) choose a Column &) complete

Select A Student List

Choose a list to add these students to

v Confirm

Advisees for campaign
New Student List

Select the Choose File button to select the file you want to load, then select the Click to upload
the file button.

Upload File to Student List

Iﬂ Select a Student List @ Choose a Column IE"' Complete

Upload

Flease upload a .czv file containing a column of student 1Ds

Choose File | kburns sample CSV.csv Click to upload the file

Select the header of the column that holds your PeopleSoft IDs and select the blue Save
button.
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Upload File to Student List

@ Select

sion: 26.4

of Use » | Download Acr

a Student List

Choose A Column
You've uploaded kburns_sample CSV.csv

Choase an D type for your upload: @ Student ID () Alternate ID

Choose the column containing 1D data:

& Upload | [= choose a Column ‘ |€| Complete

v Save

First Name
Student List
Classification
College
Degree

Earned Credits

Enrolled

Page last refreshed at 1:07pm
All times listed are in Eastern Time (US & Canada)

Depending on the size of the Student List, it may take a few minutes to load all the students
into the Student List.

Upload File to Student List

(&) select a Student List

Complete

Success! The students have been added to Advisees for Campalgn
Important: There may be a delay before all students appear in the list.
View my Student Lists

& Upload (&) Choose a Column [ complete
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